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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Rodney Essex
	SUPERVISOR'S CLASS: Data Processing Manager II
	personnel analyst: Andrea Riley
	personnel date: 03/30/12
	PERCENT OF TIME: 


















25%






25%

	activity: POSITION SUMMARY

Under the general supervision of the Data Processing Manager II, the Associate Information Systems Analyst acts as IT client support provider, with emphasis in Local Area Network (LAN) Administration for the LANS supported by DTS, working in coordination with other DTS staff, and will have the responsibility for maintaining hardware and software necessary to provide a reliable, secure, and productive desktop computing equipment.  In doing so, the incumbent will perform and/or coordinate a variety of tasks as necessary.  Incumbent must adhere to all Departmental IT Governance Standards and IT Policies as set by the Department’s Chief Information Officer.


ESSENTIAL FUNCTIONS

Maintain consistent and regular attendance, operate a personal computer (PC) and/or a workstation for extended periods of time; function effectively and efficiently in the work environment.  Monitor priority of tasks utilizing DWR IT Service Management (ITSM) system AquaAssist.  

SPECIFIC DUTIES

Support end user desktop computing environments. Follows DWR standards for installation of approved hardware and software. Installs and configures new PCs and workstations for connectivity on the LAN, installs application software and Operating Systems (OS) utilizing automated and manual processes as required. Configures and maintains peripheral devices such as network printers.  Maintains IT documentation for supported areas.  Coordinates new IT equipment purchases and equipment moves.  

Resolves end user computer issue/problem tickets relating to hardware, software and network connectivity utilizing standard IT troubleshooting methods. Collaborates with other DTS branch units as necessary to resolve moderately complex IT issues/problems.   

	classification: Associate Information Systems Analyst (Specialist)(PI)
	appointee: Vacant
	dwr position number: 0550-1470-900
	sap personnel no: 
	sap position number: 50034550
	division: DTS/Customer Service Branch
	mcr: 1
	percent 2: 20%





20%

 


5%




5%








	activity2: Configures or installs approved IT services for end users. Moves IT equipment as necessary for installation, setup or reorganization. Establish file and directory access rights and provides appropriate security levels for application and system software data. Adds system users, sets up user accounts, including the assignment of directories, node names.  Collaborates with other DTS branch units as necessary to enable IT services.  

Configure and maintain user interface standards including: desktops,  workstations, laptops, virtual desktop environments and mobility equipment such as tablets and iPads. Configure, maintain and support various enterprise applications such as SAP, Acrobat and MS Office.  Report breaches, attempts, or questionable activities to the Information Security Officer.

Make recommendations to management facilitating the purchase of IT hardware and software necessary to meet client processing requirements.  Coordinate with department staff and managers for new IT equipment purchases. Provide input to the IT Acquisition Plan (ITAP) budget process for future IT hardware and other client support needs. 

Provide end user training as necessary in the use of LAN features , resources and new or changed enterprise systems.


KNOWLEDGE, SKILLS, AND ABILITIES

Demonstrates technical knowledge and experience in client and mobile computing, and network technologies and able to clearly communicate both orally and in writing. Must possess the ability to troubleshoot and solve complex technical problems and provide technology business solutions in a complex distributed computing environment. Knowledge and experience in Windows operating systems and Microsoft Office products, and system analysis skills.  Ability to balance concurrent assignments and complete assigned tasks on time. Demonstrates working knowledge of IT and business processes and procedures and under supervision implements technical solutions consistent with DWR standards.  

SPECIAL REQUIREMENTS

Must be able to communicate effectively with business and technical staff, the general public, and policy-level administrators. Provide quality customer service through responsiveness, innovation, competence, and teamwork. Demonstrates respect by being courteous, considerate, and professional. Also must be able to move equipment solely (25 lbs., max.) or with assistance (100 lbs. max.) and have the ability to open equipment and replace parts as needed. May be required to travel to various job sites and field locations which may require driving a personal or State vehicle.  If operating a vehicle, must possess a valid California driver's license. May be required to work overtime when necessary. 
	supervisor name: Rodney Essex
	employee name: Vacant


